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party filing the documents or person
acting for that party on all other par-
ties pursuant to § 4.4.

(2) Documents submitted to the Com-
mission in response to a Civil Inves-
tigative Demand under section 20 of
the FTC Act shall be filed with the cus-
todian or deputy custodian named in
the demand.

(b) Title. Documents shall clearly
show the file or docket number and
title of the action in connection with
which they are filed.

(c) Copies. An original and twenty (20)
copies of all documents before the
Commission and motions for an Admin-
istrative Law Judge’s certification of
an interlocutory appeal pursuant to
§ 3.23(b) shall be filed; an original and
ten (10) copies of all other documents
before the Administrative Law Judge
shall be filed; and an original and one
(1) copy of compliance reports shall be
filed. Only one (1) copy of admissions
and answers thereto must be filed with
the Secretary, the originals to be
served on the opposing party as speci-
fied by § 3.32. With respect to motions
under § 3.22, the moving party shall
provide a copy of its motion to the Ad-
ministrative Law Judge at the time
the motion is filed with the Secretary.

(d) Form. (1) Documents filed with the
Secretary of the Commission, other
than briefs in support of appeals from
initial decisions, shall be printed, type-
written, or otherwise processed in per-
manent form and on good unglazed
paper. A motion or other paper filed in
an adjudicative proceeding shall con-
tain a caption setting forth the title of
the case, the docket number, and a
brief descriptive title indicating the
purpose of the paper.

(2) Briefs filed on an appeal from an
initial decision shall be in the form
prescribed by § 3.52(e).

(3) If printed, documents shall be on
good unglazed paper seven (7) inches by
ten (10) inches. The type shall not be
less than ten (10) point adequately
leaded. Citations and quotations shall
not be less than ten (10) point single
leaded, and footnotes shall not be less
than eight (8) point single leaded. The
printed line shall not exceed four and
three-quarter (43⁄4) inches in length.

(4) If typewritten, documents shall be
on paper not less than eight (8) inches

nor more than eight and one-half (81⁄2)
inches by not less than ten and one-
half (101⁄2) inches nor more than eleven
(11) inches.

(5) All documents must be bound on
the left side. Except for printed docu-
ments, the left margin of each page
must be at least one and one-half (11⁄2)
inches and the right margin at least
one (1) inch.

(e) Signature. (1) The original of each
document filed shall have a hand
signed signature by an attorney of
record for the party, or in the case of
parties not represented by counsel, by
the party itself, or by a partner if a
partnership, or by an officer of the
party if it is a corporation or an unin-
corporated association. In addition,
motions filed pursuant to § 3.22 shall in-
clude the name, address, and telephone
number of counsel.

(2) Signing a document constitutes a
representation by the signer that he
has read it, that to the best of his
knowledge, information, and belief, the
statements made in it are true, and
that it is not interposed for delay. If a
document is not signed or is signed
with intent to defeat the purpose of
this section, it may be stricken as
sham and false and the proceeding may
go forward as though the document had
not been filed.

[32 FR 8456, June 13, 1967, as amended at 40
FR 59725, Dec. 30, 1975; 42 FR 30150, June 13,
1977; 45 FR 36344, May 29, 1980; 47 FR 7826,
Feb. 23, 1982; 48 FR 41376, Sept. 15, 1983; 50 FR
28097, July 10, 1985; 61 FR 50650, Sept. 26, 1996]

§ 4.3 Time.
(a) Computation. Computation of any

period of time prescribed or allowed by
the rules in this chapter, by order of
the Commission or an Administrative
Law Judge, or by any applicable stat-
ute, shall begin with the first business
day following that on which the act,
event, or development initiating such
period of time shall have occurred.
When the last day of the period so com-
puted is a Saturday, Sunday, or na-
tional holiday, or other day on which
the office of the Commission is closed,
the period shall run until the end of
the next following business day. When
such period of time, with the inter-
vening Saturdays, Sundays, and na-
tional holidays counted, is seven (7)
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days or less, each of the Saturdays,
Sundays, and such holidays shall be ex-
cluded from the computation. When
such period of time, with the inter-
vening Saturdays, Sundays, and na-
tional holidays counted, exceeds seven
(7) days, each of the Saturdays, Sun-
days, and such holidays shall be in-
cluded in the computation.

(b) Extensions. For good cause shown,
the Administrative Law Judge may, in
any proceeding before him, extend any
time limit prescribed or allowed by the
rules in this chapter or by order of the
Commission or the Administrative Law
Judge, except those governing the fil-
ing of interlocutory appeals and initial
decisions and those expressly requiring
Commission action. Except as other-
wise provided by law, the Commission,
for good cause shown, may extend any
time limit prescribed by the rules in
this chapter or by order of the Commis-
sion or an Administrative Law Judge:
Provided, however, That in a proceeding
pending before an Administrative Law
Judge, any motion on which he may
properly rule shall be made to him.
Notwithstanding the above, where a
motion to extend is made after the ex-
piration of the specified period, the Ad-
ministrative Law Judge or the Com-
mission may consider the motion
where the untimely filing was the re-
sult of excusable neglect.

(c) Additional time after service by mail.
Whenever a party in an adjudicative
proceeding under part 3 of the rules is
required or permitted to do an act
within a prescribed period after service
of a paper upon it and the paper is
served by first-class mail pursuant to
§ 4.4(a)(3) or § 4.4(b), 3 days shall be
added to the prescribed period.

[32 FR 8456, June 13, 1967, as amended at 42
FR 30150, June 13, 1977; 50 FR 28097, July 10,
1985; 50 FR 53306, Dec. 31, 1985]

§ 4.4 Service.
(a) By the Commission. (1) Service of

complaints, initial decisions, final or-
ders and other processes of the Com-
mission under 15 U.S.C. 45 may be ef-
fected as follows:

(i) By registered or certified mail. A
copy of the document shall be ad-
dressed to the person, partnership, cor-
poration or unincorporated association
to be served at his, her or its residence

or principal office or place of business,
registered or certified, and mailed;
service under this provision is com-
plete upon delivery of the document by
the Post Office; or

(ii) By delivery to an individual. A
copy thereof may be delivered to the
person to be served, or to a member of
the partnership to be served, or to the
president, secretary, or other executive
officer or a director of the corporation
or unincorporated association to be
served; service under this provision is
complete upon delivery as specified
herein; or

(iii) By delivery to an address. A copy
thereof may be left at the principal of-
fice or place of business of the person,
partnership, corporation, or unincor-
porated association, or it may be left
at the residence of the person or of a
member of the partnership or of an ex-
ecutive officer or director of the cor-
poration, or unincorporated associa-
tion to be served; service under this
provision is complete upon delivery as
specified herein.

(2) All other orders and notices, in-
cluding subpoenas, orders requiring ac-
cess, orders to file annual and special
reports, and notices of default, may be
served by any method reasonably cer-
tain to inform the affected person,
partnership, corporation or unincor-
porated association, including any
method specified in paragraph (a)(1),
except that civil investigative demands
may only be served in the manner pro-
vided by section 20(c)(7) of the FTC Act
(in the case of service on a partnership,
corporation, association, or other legal
entity) or section 20(c)(8) of the FTC
Act (in the case of a natural person).
Service under this provision is com-
plete upon delivery by the Post Office
or upon personal delivery.

(3) All documents served in adjudica-
tive proceedings under part 3 of the
Commission’s Rules of Practice other
than complaints and initial, interlocu-
tory, and final decisions and orders
may be served by personal delivery or
by first-class mail and shall be deemed
served on the day of personal delivery
or the day of mailing.

(4) When a party has appeared in a
proceeding by an attorney, service on
that individual of any document per-
taining to the proceeding other than a
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